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Special Notice  
 

This book is the property of Leslie Truex and Work-At-Home Success 
http://www.workathomesuccess.com . You are allowed to distribute this ebook 
under the following conditions:  
 

Ø You cannot modify, delete, or change any of the information in the book.  

Ø You cannot distribute portions; the book must be distributed in its 
entirety.  

Ø You cannot charge money for this book.  
 

Failure to adhere to the above guidelines will result in violations of this book’s 
copyright and will be subject to prosecution.  
 
 
 

Disclaimer: This book is intended to provide information and resources to help 
you find a work-at-home job. It does not guarantee that you will find a job. 
This book, Leslie Truex, and Work-At-Home Success provide resources however 
they cannot guarantee or be held responsible for the actions of these 
resources. In any work-at-home endeavor, always research and plan before 
making your move to avoid being taken advantage. You can learn more on how 
to protect yourself by visiting the Scam Alert page of Work-At-Home Success.  
 

 
 
 
 
 
 
 
 
 
 
© 2002, 2003, 2004 Leslie Truex: This work is protected by copyright. You can 
redistribute this work in print or electronic form only in its entirety including this 
copyright statement. Altering this work will violate the permissions and copyright 
offered by this book.  
 
 
 



Introduction  
 

Today I work at home. But I didn’t get here over night. In fact, I wasted time 
and money in my journey  to work at home. It was only because I never gave up 
my dream of working at home that I finally succeeded. As a result, I have 
worked at home in social work, education, sales, real estate, online research, 
and writing. Right now I earn my income primarily  as a telecommuter for an 
adoption agency, doing freelance work in research and writing, as well as 
through my home-based business with Inspiring Parents http://www.inspiring -
parents.com. I also run the Work-At-Home Success website which, offers free 
information and resources about working at home and the Work-At-Home 
Success Jobs and News ezine with weekly jobs and other valuable work-at-home 
information.  
 
In ebook, I will show you how I was able to work at home including how I find 
work for the Work-At-Home Success Jobs and News as well as tips on how to get 
the job once they are found. Using this book will save you time and money, and 
can help bring you home IF you use the resources and heed the warnings.  
 
Many of the ideas and resources presented here are excerpts from Jobs At 
Home: A Complete Guide to Finding or Creating a Work-At-Home Job 
http://www.jobsathomesuccess.com . While eJobs At Home provides the basic 
details and resources to help you work at home, Jobs At Home: A Complete 
Guide to Finding or Creating a Work-At-Home Job provides specific details and 
instructions on every aspect of preparing, searching, applying, and obtaining a 
work-at-home job as well as over 100 resources for achieving your goal.  
 
I talk to many people who tell me there is no work from home or nothing works. 
But over 30 million people work at home so if you are not successful, it is not 
because there isn’t work, its because you have not done what is required to find 
it. If you are planning on doing typing or menial work, you will likely be 
disappointed and run into many scams. Use the information and resources here 
to learn how and where to find legitimate jobs and determine the skills you have 
to offer an employer. Only by treating your work-at-home job search in the same 
professional manner as a regular job search, will you find a legitimate job.  
 
So lets get started…. 

 



Getting Started  
 

There are a few tasks you need to complete before searching and applying for 
work-at-home jobs. If you truly want to work at home, you absolutely must read 
and follow the directions in this chapter. In this chapter you will:  
 

Ø Learn the truth about work-at-home jobs;  
Ø Determine how much (if anything) you will need to earn to stay home. (It 

is possible that you can’t afford to work!);  
Ø Take inventory of your skills and experience;  
Ø Create a quality resume;  
Ø Develop a plan for finding and obtaining a work-at-home job.  

 
 
The Truth about Legitimate Work -At-Home Jobs  
 
The only way you will find legitimate work and avoid scams and disappointments 
is by understanding and adhering to the following truths:  
 

Ø You never have to pay for a work-at- home job….ever. Never be swayed 
by ads that try to explain their “fees”. Real jobs don’t have fees.  

Ø You never just sign-up for a work-at-home job. You don’t sign up for a 
traditional job…even one at McDonalds so why would a work-at-home job 
be different? Employers are looking for qualified candidates to fill specific 
positions. Any ad that indicates you can sign up is either a scam (that also 
asks for money) or is an affiliate or other online money making program 
that may or may not be legitimate but is most certainly not a job.  

Ø You have to give up the hope of finding a legitimate job involving 
envelope stuffing , email processing, typing, or assembly work. These are 
all scams or failed moneymakers. A work-at-home job is like any other job 
in that it requires some level of skill and experience. You will discover in 
the Avoiding Scam section that it is not economically wise for companies 
to use home envelope stuffers or typists.  

Ø You MUST use the professional quality resumes and cover letters you 
would use in a traditional job. You would be surprised how many people 
respond to a job by emailing, “I’d like this job,”  or something to that 
effect. You wouldn’t contact a traditional employer in such a manner. You 
should not approach a work-at-home employer that way either.  

Ø You must make a commitment to your job search. It will take time; 
perhaps weeks even months to find the right job. Only those people who 
work on their work-at-home job search regularly without giving up will 
achieve success.  



Ø You will likely have to consider job opportunities you may not have 
considered in the past. Your success will be based partly on what you can 
do and what you are willing to do. Do you want to work-at-home bad 
enough to do a job you may not like? There is no judgment on my part if 
you absolutely won’t consider sales jobs. There are jobs I won’t consider 
either. However, you need to understand that by limiting what you are 
willing to consider, it will likely take longer to find your job.  

Ø There are hundreds even thousands of work-at-home job announcements 
posted at any given time. However, it is likely you will go days, even 
weeks without finding announcements in which you are interested. This 
disappoints many people however, if you think about it, it is no different 
than your newspaper classified ads. When you were looking for traditional 
work, how many of the jobs in your newspaper’s classified ads were you 
qualified or interesting in doing? Work-at-home jobs online are no 
different. You will find that for most of the work you are not qualified or 
you do not have an interest.  

Ø The majority of work at home jobs involve computers particularly 
programming and networking, and sales. If you are not trained for these 
jobs, consider getting trained. It is fairly easy to get training online or 
through your community college. Further, the demand is so intense that 
companies are allowing and offering all sorts of perks beyond just the 
ability to work at home.  

 
How much do you need to earn?  
 
Before you answer the above question, answer this: Do you know how much you 
pay to work? When I worked in my last traditional job, I earned $28,000 per 
year gross income. I thought that was a pretty good income and yet I was 
always broke. Then I stumbled across a book called The Myth of the Two 
Income Family in which it was suggested that two income families pay ½ or 
more of a second income to support the second job. When I did the activity in 
the book, I found that $21,100 of my income paid for me to work. Only $7,900 
of my $28,000 income actually contributed to the family finances. The rest paid 
for childcare, taxes, social security, convenience items, and a whole lot more.  
 
Before you start searching for a work-at-home job, determine how much of your 
current income you actually keep. Why is this important? It is possible you pay 
more to work than you actually bring home. In that case, you could increase 
your disposable income by quitting your job! Further, it shows you how much 
you are actually contributing and therefore how little you actually need to earn at 
home. This information is particularly helpful is you have a resistant spouse. If 
you can show that  you don’t need to earn $28,000 but instead $7,900 ($659 per 
month) from home, you can convince them.  
 



But before you quit, you also need to determine how much you need to live on. 
It is not uncommon to have your expenses exceed your income. Therefore, it is 
important to gain an understanding of how much you spend each month and 
then determine, how much you need to earn from home. Further, if you can 
save money (many families can easily save 10% to 20% of their money through 
wiser spending) you can earn less and still stay home.  
 
Before proceeding on to the next step, visit the Cost of Work 
http://www.workathomesuccess.com/workexpense.htm  page at Work-At-Home 
Success or use the Cost of Work Calculator at Moms At Home Success 
http://www.momsathomesuccess.com  to determine all the expenses related to 
work (there are more than you may think) as well as calculate how much you will 
need to earn from home.  
 
What are your skills and experiences?  
 
What do you have to offer an employer? Despite what the scammers and 
schemers will have you believe, work-at-home jobs are like other jobs in that 
they require specific skills and experience. While you don’t need a graduate 
degree to telecommute, you do need to have the skills for which an employer is 
looking.  
 
Make a list of all your work experience and then for each job write down the 
tasks involved in fulfilling your duties. Next, using the list of tasks, circle the ones 
that can be done at home. This might include writing, phone skills, planning, 
organizing, researching, customer service (phone and written), computer use, 
etc. You will use this list as you search for work to help you identify jobs that 
require those skills. You will also use this list for your resume.  
 
 

For more information on how to identify work-at-
home skills and develop a list of possible job 
types, get Jobs At Home: A Complete Guide to 
Finding or Creating a Work-At-Home Job 
http://w ww.jobsathomesuccess.com.  
 

 
 
 
 
Create a Quality Resume and Cover Letter  
 
I am surprised how little thought some people put into what they send to 
potential employers. Jobs are difficult to obtain. Work-at-home jobs are no 



different. The competition is stiff. To get the job you will need a quality, 
professional resume and cover letter. Here are some tips for creating your cover 
letter.  
 
Do:  
 
1. Follow the job announcement’s instruction for applying to the job.  
2. Limit your resume to one page.  
3. Use 12-pt font size.  
4. Avoid fancy style fonts and formats. Not all computers can accurately decipher 
special fonts and formatting (i.e. bold, italics).  
5. Spell out all abbreviations; even those that should be obvious to everyone.  
6. Include your full name, address, telephone number and e-mail in all 
documents.  
7. In your resume, outline relevant work experience using your most recent 
occupation first.  
8. If you are recent graduate, consider listing your education before your work 
experience.  
9. List other relevant experience such as volunteer work, certifications, course 
work, etc.  
10. Address your cover or introductory letter to a specific person. You can get 
this from the job announcement or the company’s web site.  
11. Your letter of introduction should include the position to which you are 
applying and where you saw the position advertised.  
12. Highlight your skills and experience that are specific to the job in the body of 
your letter.  
13. Proofread, proofread, and proofread your resume and letter of introduction 
(cover letter) again.  
 
 
Don’t:  
 
1. List skills or experience that are unrelated to the position offered in your 
resume or cover letter.  
2. Exaggerate or falsify anything.  
3. Give personal information such as marital status, age, etc.  
4. Have any grammar or typographical errors.  
5. Use a personal or buddy-like tone in your cover letter.  
6. Send bulk, generic resumes and cover letters.  
7. Sound desperate. Companies want the best person for the job. Your financial 
situation will not sway a decision one way or another.  
8. Be over enthusiastic. ‘Salesmen’ type hype does not impress employers.  
9. Refer to yourself in the third person in your cover letter. Instead, use “I”, and 
“me”, etc.  



10. Send your resume as an attachment unless you are told specifically to do so. 
Most companies delete e-mail with attachments for security purposes.  
 
 
 
Develop a Work -At -Home Job Search Plan  
 
The best way to achieve work-at-home success is to develop a plan for searching 
for work and then stick to it. Your plan should involve daily tasks related to your 
goal. I recommend your plan involve the following:  
 

1. Complete all the tasks outlined in this chapter.  
2. Visit the resources listed and bookmark work-at-home job search sites. I 

recommend creating a folder in your bookmarks for job search sites. 
Bookmark as many as you think you will use. I have researched hundreds 
of job sites and book marked about 30 of the ones I like the best.  

3. Set up time everyday to search. You can do this first thing in the morning , 
during a break from work or late at night. The important thing is to do it 
EVERYDAY!  

4. Organize your work area so that when you come across a job 
announcement, you can easily access and send your resume.  

5. Set a goal to send a specific number of resumes out per day or week. You 
may want to start small at first until you develop efficiency at searching 
for work. But since many sites allow you to post your resume online, 
applying for work is often a click away.  

 
 
 



Searching for Work  
 

By now you know about legitimate work-at-home jobs, you know how much you 
need to make, you know what skills you have that translate into a work-at-home 
job, you have a resume prepared, and you have a plan to achieve your goal. 
Now, it is time to start searching for a job. You will find a list of work-at-home 
job search sites in the Resource chapter of this book. You can get free jobs sent 
to you each week by signing up for the free Work-At-Home Success Jobs and 
News at Work-At-Home Success http://www.workathomesuccess.com . 
 
Cond ucting the Search with Job Search Web Sites  
 
As you begin your search, have your list of jobs and industry types available from 
the Getting Started Chapter of this book for reference. When you find job 
announcements that appeal to you, print out the information and put it in a 
notebook.  
 
Begin your search on the Internet. In Resource Chapter you will find a list web 
sites that post work-at-home jobs. Type the URL of the web site into your 
browser (or if you are online you can click right from this book). Once the site is 
loaded, scan the home page to see the different services available. If the site 
asks you to register, do it. It is usually free and can get you the most complete 
list of job announcements. Plus some sites will send you e-mail updates of new 
job announcements based on your search criteria.  
 
Some web sites list only telecommuting jobs. These sites are easy to navigate by 
clicking on the job categories in which you are interested. Other web sites are 
general job search sites in which you need to separate out the telecommuting 
jobs. To find these jobs you will need to use the search function. In the search 
fields use keyword “telecommute” and the other work-at-home keywords listed 
below. If possible, leave the other fields (‘State’ and ‘job type’) on “All” and then 
click the search button.  
 
Your search should result in a long list of jobs, many of which may not fit your 
needs. You will find more computer programming and technical jobs than any 
other category. But it’s better to get a list of all the telecommuting jobs and 
weed through them than to search by job type because it is easier than doing 
several searches by job type. Plus, you never know when you’ll find a great job 
announcement in a field that you hadn’t considered.  
 
If one keyword doesn’t yield any results, try another. I generally use 
“telecommute” as my first choice and “work at home” for my second choice. 
Here are some other keywords with which to search:  



 
Ø Contract work  
Ø Freelance work  
Ø Freelance job  
Ø Home based job  
Ø Home based work  
Ø Home based employment  
Ø Telecommute  
Ø Telecommuting  
Ø Telework (Particularly in Europe)  
Ø Work at home  
Ø Work from home  

 
Remember, only use these keywords from within a job or career search web site. 
Don’t use these keywords on major search engines or directories as doing so will 
mostly yield business opportunities and scams, not legitimate jobs. Also, use 
quotation marks around phrases such as “work at home” to insure you get the 
correct results or if there is an option to indicate “exact phrase”, be sure to mark 
it.  
 
Take advantage of any services the job search site offers. If it provides a free 
newsletter, subscribe. They usually provide you with helpful information on job 
searching using the web, creating a resume and more.  
 
If the job site has a job alert service, sign-up. When a job that fits your 
description comes available, you will be notified. Also, if you can, post your 
resume. Many of the career-oriented sites allow you to do this for free.  
 
Conducting the Search with Other Online Resources  
 

Job search web sites are not the only resources for finding work-at-home jobs on 
the Internet. Here are some other resources you can use to search for work-at-
home jobs:  
 

Ø You can scan online classified ads for jobs; however, most work-at-home 
ads will be business opportunities or scams. When reading classified ads, 
search by the types of jobs or industries that are conducive to working at 
home such as “bookkeeper”.  

Ø As you surf the web for work or play, pay attention to job announcements 
posted on the sites you visit. The jobs offered by companies with web 
sites are not always posted in the most visible spot on the web. Look for 
links that say “Jobs at XYZ Company”. Not all jobs listed on the site will be 
telecommuting jobs. Usually the job announcement will specify whether or 
not it can be done at home. If not, e-mail the contact person and ask.  



Ø Because many companies require at-home employees to live within 2 
hours or less of the company’s office, be sure to search for jobs posted in 
your locality. You can do this by searching your town or area on your 
major search engine. Once you have pulled up a list of web sites 
highlighting your community, look for links related to careers and 
employment.  

 
 
 
 

 
Warning!  
 

Con artists are not beyond posting their scams on job search sites. If you find a 
job announcement asking for money, it’s not a job. Do not send money to these 
people no matter how tempting it may be. You can learn more about how to 
protect yourself from scams in the Avoiding Scams chapter or visit the Scam 
Alert  http://www.workathomesuccess.com/scamalert.htm  page at Work-At-
Home Success and subscribe to Work-At-Home Success Jobs and News for 
recent alerts. 
 



Other eIncome Options  
 
I f you are not finding the types of jobs you can or want to do, you have other 
options. Individually, the jobs outlined in this section don’t pay very well. But 
combined with freelance work or other income sources, you can earn extra 
income as well as gain experience that can help you land a better work-at-home 
job later. You can find specific resources for the income opportunities described 
below in the Resource Chapter.  
 
Community Guide: Have you ever visited About.com? These sites and other 
sites like them pay a small stipend to experts and enthusiasts to provide 
informative content. Most of the sites require “guides” to spend 10 to 15 hours 
per week generating a list of the best web sites, writing articles one to four times 
per month, managing discussion boards and taking care of other aspects of 
running a community in the chosen topic. The pay varies from $20 to $100 per 
month but several also pay a percentage of ad revenue generated by the topic 
site. According to Online Markets for Writers by Anthony and Paul Tedesco, there 
is a guide at About.com that makes $10,000 per month.  
 
Teaching Online: Do you have a hobby or talent that you could teach to 
others? Do you have tips or ideas on how to do your job, raise children, or do 
other tasks better or more efficiently? If you have information and can present it 
in an easy to learn manner, you can offer an online course. There are several 
online learning sites that are paying people to post courses. These companies 
usually pay a commission based on the number of people who pay for the 
course. The topics of the courses range from cooking to web design and 
everything in between. I have seen courses providing recipes, parenting tips, and 
pet care information. More technical courses on topics such as using Word and 
programming in Perl can also be found. While most sites don’t require you to 
have any special training or degrees, they do require you to have an in-depth 
knowledge of the topic you are teaching as well as an ability to present the 
knowledge in an easy to learn manner.  
 
Research Online: Internet researchers must enjoy using the Internet and have 
skills in using and understanding search engines and directories. In most cases, 
researchers also need to be able to evaluate web site content to determine if it is 
of a quality that the company wants. Most companies using researchers want 
people to search the Internet for specific information, to write up a review or 
assessment of web sites, and enter the information into a database. It sounds 
easy, and for the most part it is. However, it requires a great deal of data  
gathering to make money. It is easy to get bored and find the whole process 
tedious.  
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